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PREFACE

The purpose of this manual is to give an overview of how the Campaign
Finance Remote Software operates. It will guide you through:

Installing the software
Adding Elections

Setting Up a Committee
Adding/Managing Receipts
Adding/Managing Expenditures
Adding/Managing Debts
Adding/Managing Loans
Refunds

Account Transfers
Creating/Managing Reports
Data Protection

This document is not intended to cover every scenario possible for an
individual entity. If you have a situation you are not sure about please
contact us at:

919-733-7173
F** VISTA USERS ***
If you are running Microsoft Vista you will need to run the application in

Administrator Mode. To do this; Right Click on the CF Remote Icon located
on the desktop and Select “Run as Administrator”
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SOFTWARE
INSTALLATION



Internet Setup
To install the software from the internet, first open your browser.

e

Internek
Explorer

1. Now go to the SBOE homepage, http://www.sboe.state.nc.us.

2. Click on Campaign Finance near the top of the page.

Contact Us Custem Search

North Carolina

Campaign Finance % Voter Registration ® Elections Central % Candidate Filing W Votingin N.C. % About SBE

~

State Boaid of Electioris | :

% About SBE

Campaign Finance W Voter Registration W Elections Central % Candidate Filing W% Voting in N.C.

Campaign Finance General Information
Welcome to the Web site for Horth Caroling's Carpaign Finance Office. We provide information shout the requirements, procedures and statutes governing carmpaign reporting.
2008-2009 Campaign Finance Manual E (pDF fomasts

The state's Campaizn Reporting Act applies to

» all candidates for public office;

» all political party groups and political action cormittees;

» all groups organized to support or oppose a referendurn;

® every person or group participating in activities that support or oppose the nomination or election of one or more clearly identified candidates, or a political party or a referendurm.

4. In the center of the screen you will see: CF Remote Software — Full
Installation in One file

|Descriptinn File Mame |Vers1|m | Size |Last Updated
CF Remote Software - Full Installation in One File Drowrdoad How 4055|466 ME | 08-31-2007
* This is the entire installation of the remote softweare in one single file.

CF Remote Software - Instruction Guide Dowrnload Mow 104 [3833MEBE | 06-14-2007
* This is the remote software instruction guide to help you get started using the software.

CF Remote Software - Easy Weh Installation

* Thiz is the entire installation of the software. This installation is recommended for dial-up internet connections
atd broken up into multiple files.

Dowrnload How 4035 |161 KB | 08-31-2007

5. Click 2 Download Now

Note: The smaller installation requires an internet connection to run properly while the
larger installation does not.




Internet Setup — cont.

After the download is complete the following window will appear
Note: If you chose to Save instead of Run follow the inserted steps

Chose either 2 Run or SAVE

File Download - Security Warning E[

Do you want to run or save this file?

Mame: cfrv_4 0 _setup_all.exe
Type: Application, 46.6MB

Fram: winw, sboe,skake, nec,us

B [ soe P

paotentially harm pour computer. [F wvouw do not trust the source, do not

|@ whhile files from the Internet can be uzeful, thiz file type can
- run ar zave this sofbware, What's the nzk?

e |If you Click > Save

The next window that comes up will ask you where you want to save the file.

Select a location on your computer that you can easily remember for saving
the file. It defaults to the Desktop. .

saveas 2| x|
Save in; I@Desktap j O (P -

)My Documents

'j My Computer

L, My Mebwork Places
Sl Adobe Reader 7.0

ﬂ Campaign Finance
= JCFDatabases
5F SEIMS
My Documents Igg Paint
= =) ScanTst. exe
1?; Shorteut to dbs
¥ -,-g;mputer : Shortecut to Michael
: o Shorkcut ko mstsc, exe

File name: n::fr'-.-' 4 11 zetup all j ! Save I:l
Save az type: I,&.pplicatiun j ancel |




Internet Setup — cont.

After the download is complete, go to the location where the installation was
saved and double-click on the file. Continue with the installation instructions

£

chrv_d4_0_seky
p_all.exe

This screen will appear if you click Run

Internet Explorer - Security ¥Warning ﬂ

The publisher could not be verified. Are you sure you want to run this
software?

Mame: cfrv_4_0_setup_all.exe

Publisher: Unknown Publisher

m

e ———

should only run software From publishers you trust, How can I decide what

@ This file does not hawve a walid digital signature that verifies its publisher. You
software to run?

CF Remote Filing Application Installation

Initializing Wise Installation Wizard. ..




Internet Setup — cont.

This screen appears after a moment

Click > Next

CF Remote Filing Apy

Welcome to CF Remote Filing Application Setup program. This

7 program will inztall CF Remaote Filing Application on your computer,

It iz strongly recommended that you exit all'windows programs
before running thiz Setup Program.

Click Cancel ta quit Setup and close any programs you have
whhing. Click Mest to continue with the Setup program.

WARMIMG: This program is protected by copyright law and
international treaties.

Unauthorized reproduction or distribution of this program, or ang
partion of it, may result in zevere civil and criminal penalties, and
will be prozecuted to the masimurn extent possible under law.

Click > Next again

CF Remote Filing Application

Start Installation

“Y'ou are now ready to ingtall CF Remate Filing Application.

Prezs the Mext button to begin the installation or the Back buttan to reenter the installation
informatior,

wize Installation Wizard®

¢ Back Cancel




Click = Finish

#2 CF Remote Filing Application x|

CF Remote Filing Application haz been successiully nstalled.

Prezs the Finizh button o ext thiz installation,

After a moment the green screen will disappear and the install is complete.



Regular CD Setup

Put the installation CD in your CD drive. The installation may start
automatically, if it does not, go to your desktop and double-click on My

Computer.

My Compuker
When that opens up, find your CD drive and double click the icon for it.
%]
.ll'r

e Edit Mjew Faworites Tools  Help b

¥ My Computer :
Fi

=

| . T O search [Foders [ 3 X ) [

- e

Address | Y My Computer V| d 6o

Hard Disk Drives

E@ Local Disk (C:

Devices with Removable Storage

050504 1247 (D

Free Space; 635 MBE Total Size: 680 ME d My Compuker

-10 -



Regular CD Setup — cont.

You will see a window with only one file in it. Double click the file to run the
installation.

S=(E3
File Edit Miew Fawvaorites  Tools  Help -.'f
(JBack -~ T O seach [ Folders | [ (3 X ) [T

Address |Ii‘3 Dl v| G0

Files Currently on the CD

@ cfrv_4_0_setup_all exe
=

1 ohjects

Follow the install instructions that appear on page 7.

-11 -



Updating version 4.x

* You must be connected to the Internet to update the software.

1. Double-click the CF Remote icon on your desktop to open the

main window shown below.

l2; Campaign Finance Remote Filing Software [NC] - |EI|5|
File ©rgSetup Detail Information Beporking Help

Update Software

Compact Database j Infa... |

Carvert From Yersion 3.2

Exit Chrl4

# | Report I Level | Start Datel End Datel Due Datel Fi

1| | i

| Mo Committee Selected.

R

2. Click File > Update Software
3. Click Next

@ Check for Updates to CF Remote Filing TEST Application ﬂ

Thiz wizard will check the Internet for any upgrades to CF Remote
Filing TEST Application. *ou must have a connection to the [nternet
configured and a working YinSock laver for this wizard to function

praperly.

Fress the Mext button to check the Intermet for an upgrade to the
latest werzion of thiz software. Make sure your internet connection iz
active before pressing the Mest button,

Advanced Settings

Prezs the Advanced button below to view or change the prosy
ZEMVEN Yau are uzing or the automatic prampling interval.

@ Cancel

-12 -



Updating version 4.x — cont.

4. If you already have the latest version you will get this screen. Click
OK and proceed to Setting Up a Committee on page 21.

Update checked! f'5_<|

Y'ou are curmently running the lakest version of
CF Remate Filing Application. Pleaze check for
updates again in the fukure,

Canicel

Y'ou are now ready to download the update to CF Bemote Filing
Application.

Presz the Mest button to begin the download. After the update iz
downloaded you will be prompted to ik the installation to update
your software bo the newest version,

< Back

Cancel

-13 -



Updating version 4.x — cont.

6. The update will be downloaded after which you will see this screen.
Click Finish.

&/ Download Complete

The update for CF Remate Filing Application has been
successfully downloaded.

At this point the installation for the update will begin.
Refer to steps of the Installation section beginning on page 7 for
instructions.

-14 -



VISTA USERS
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How to Move cf _data from VirtualStore in Vista

1. Right click the CF Remote Icon on the desktop.

Open
Open file location

@ Run as administrator
Pin to Start Menu
Add to Quick Launch
Restore previous versions

Send To 3

Cut

Copy
Paste

Create Shortcut

Delete
Rename
Properties
2. Select Properties.
f'j{ CF Remote Pmperﬁ;ﬁ '
Security Details Previous Versions
General Shortcut Compatibility

CF Remote

Target type: Application

Target location: CF Remote

Target: ampaign Finance\CF Remote \CF Remote exe’
Start in: C\PROGRA™1\SBoE"CAMPAI~ T\CFREMD ™1

Shorteut key: None

Run: [Norrnal window ']
Comment:
Open File Location ] [ Change lcon.... ] [ Advanced... ]
[ 0K ] [ Cancel ] Apply

3. On the Shortcut Tab Select Open File Location.

-16 -



How to Move cf _data from VirtualStore in Vista
cont.

=lEEs
- - :
(i) |} « SBoE » Campaign Finance » CF Remote + [ 43 [[ searcn 2]
Wy Organize ews v (B Open [ Share (@ Bum
= Narmne B Date modified Type Size
2 Conversion 10/21/200812:37 ...  File Folder
[E| Documents -
dbs 10/29/2008 2:05 PM  File Folder
[ Pictures | reports 10/21/200810:42 .. File Folder
B Music [ Campaign Finance Re...  10/2/200811:18 AM  Compiled HTML .. 108 KB
(5 Recently Changed [ CF_Remote 9/18/2008 6:34 AM  Application 3,684 KB
'FE Searches [& CoplandU.5.Flag 3/16/2004 1:49PM  Icon 5KB
Public [ isTALL 10/21/2008 1:13PM  Text Document 62KB
5 unwise 9/28/2001 400 PM  Application 161 KB
Foldes | EBWiseUpdt 9/28/2001 408 PM Application 163 KB
dbs
File Folder
| Date modified: 10/29/2008 2:05 PM

4. Open the dbs folder.‘
5. Right click on the cf_data file and select Rename.
6. Enter cf_datal. See image below.

=

GO - -5 d

Views = .E]::.Dpen L;d- Burn n. Compatibility Files

Fave inks MName Date modified Type

cf_datal.mdb 10/29/2008 2:01 PM  MDB File
'I Documents

i || CF_data_empty.mdb 10/21/2008 1:16 PM  MDE File
ﬂ;_' Pictures

Maore »

Folders - n | §

7. Click the minimize button = so that the windows goes to the
toolbar.
8. Click on Start > Computer

R‘_ CF Remute

b
sl Backup Status and Configuration
*F;

[3 Winslows Mecha Player

& Windows Fax and Scan

g Smsll Business Resources

;_j Windows Meeting Space

-
=) D 4]

Te Dats Sources (1 opec)

¥ All Programs

7 Vol e s f s

9. Click Local disk C:\Users\”Your User
Name”\AppData\Local\VirtualStore\Program Files\SBoE\Campaign
Finance\CF Remote\dbs

10. Right Click on the cf_data file and select copy.

-17 -



How to Move cf _data from VirtualStore in Vista
cont.

Name) Date modif... Type Size

Open

Print

Edit

Open With 3

cf_dat]
Share...

Restore previous versions

Send To »

Cut

Copy

11. Click the dbs button located in the tool bar.

12. The dbs folder should be open in the empty space of the folder right
click and chose Paste.

@L}v| . v Computer » Local Disk (C:) » Program Files » 5BoE » Campaign Finance » CFRemote » dbs

‘ Organize v ws T I.g:j. Bun W C;JmpatiEliill"lu:._',r F|Iv.:r
Eavoiite Lifks Mame Date modified Type Size
| | cf data.mdb 11/5/2008 2:02 PM  MBDE File 4,456 KB
!E. Documents §
b || cf_datal.mdb 10/29/2008 2:01 PM  MDB File 6,056 KB
B Pictures | | CF data_empty.mdb  10/28/2008 216 PM  MDB File 4,456 KB
B Music

13. Your dbs folder should look like what is pictured above.

14. If it has not already been done please go back and enable Run as
Administrator.

-18 -



PRINTING AND SAVING
THE MANUAL
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Printing and Saving the Manual

1. Click on Campaign Finance near the top of the page.

Contact Us Custom Search

North Carolina

Campaign Finance % Voter Registration ® Elections Central % Candidate Filing W Votingin N.C. % About SBE

State Board of Eleciions '

-

Campaign Finance W Voter Registration % Elections Central % Candidate Filing W Votingin N.C. % About SBE

Campaign Finance General Information

Welcome to the Web site for North Caroling's Carapaign Finance Office. We provide infornmation about the requirements, procedures and statutes governing campaign reporting,

2008-2009 Campaign Finance Manual s} (PDF format)
The state's Campaizn Reporting Act applies to:

all candidates for public office;
all political party groups and political action cormittees;
all groups organized to support or oppose a referendurn;

EVELY Persoh OF group participating in actfvities that support or oppose the nomination or election of one or more clearly identified candidates, or a political party or a referendura.

3. In the center of the screen you will see:
CF Remote Software — Instruction Guide

This opens the manual for viewing.

|Description | FileName  |Version| Size |LastUpdated
CF Remote Software - Full Installation in One File Diowrload How 4055|466 MEB | 08-31-2007
* Thiz is the entire installation of the remote software in one single file.

CF Remote Sofiware - Instruction Guide ownload How 104 |B33ME | 06-14-2007
* This is the remote soflware instruction guide to help you get started using the software.

CF Remote Software - Easy Weh Installation Download Mow 4035 |161 KB | 05-31-2007

* This i the entite installation of the software. This installation iz recommended for dial-up internet cotmections
atid broken up into multiple files.

At this point you can may save a copy to your computer or print a copy if
you choose too.

/2 http:/ /www.shoe.state.nc.us /NCSBE,/CF /software
———
[ Iﬁ, hikkpsf v, shoe, skate, nc,usMCSBECF)

Ll

File Edit GoTo Faworites  Help
Links & | Customize Links @& | Free Hotmail @& | Windaws

ﬁ 'ﬂr"? Ehttp:,l',l'www.sl:u:ue.state.ru:.us,l'NCSBE,I'CF,I'suFI

ﬁ Search -{"“’]l Ibl-

Zave a Copy D;y

-20 -



SETTING UP A
COMMITTEE
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Setting Up a Committee

1. Click Org Setup -2 Committee Info 2> New...

lz; Campaign Finance Remote Filing Software [NC]

Eile | GrgSetup  Detal Information Reporking Help

Org ommittee Info @h
Change Chrl+C

I_ Fund|Info =iend

F
Browse Chrl+E

1D Mumber
I Delete  Chrl+O

| Note: Select the appropriate combination for your committee

Select each tab and fill in the required fields (Red lettering and yellow boxes
indicate required fields).

i
|/ Accounts T Candidate ]
Type T Mame T Dfficers ]

Committee Org Lewvel Election Cycle Lenath

[sTATE | 4 vears |
FEDERAL :

Last General Election ear
COUNTY I 2006
MUMICIPALITY

Cormmittee Type

Date Organized

| 0101 /2000
JOINT CANDIDATE
PARTY
PAL
REFEREMDUM |
Mk | Cancel |

NOTE: All fields on the Type Tab are required for the reports to appear
correctly including Date Organized.

-22 -




Setting Up a Committee — cont.

2. Click the Name tab to enter name information about the committee.

w| Committee Information

[ Accounts ]
Type T Name T Dfficers N
Committee Mame/dddress Acranym
BoE D Mumber

R

Add Committee .. Find Committee ... ‘

| LCancel |

When you click Add Committee, you are directed to a different screen
(Name/Address Screen). For each tab (Name, Mailing Address, Email
Address, Phone Numbers, Org Info, Notes) enter any required
information and any additional information you have and click OK.

m. NamefAddress Screen P§|

Type: OTHER ORGAMIZATION

[ Qrg Info T Motez ]
Hame T Mailing Addrezs T Email Address T Fhone Mumbers

Org Mame

Rezet Ok | LCancel |

-23 -



Setting Up a Committee — cont.

Tab Function

Name Use to record the name of the associated committee or
individual. If the selection made in the Type field is other than
INDIVIDUAL, only the Org Name field displays. If the
selection made in the Type field is INDIVIDUAL, a more
detailed form displays to include complete name information,
as well as professional and employment information.

Mailing Use this window to record a complete mailing address,

Address regardless of whether or not there is also a separate physical
address. If there is a different physical address, however,
remove the checkmark from the Physical and Mailing
Address are the same checkbox to display the Physical
Address tab. If the address is not in the United States, check
the Address Not in US checkbox to display the required
form.

Physical Use to record a complete physical address, if the physical

Address address is different from the mailing address. If the address is
not in the United States, check the Address Not in US
checkbox to display the required form.

Email Use to record up to four Email addresses for the committee.

Address

Phone Use to record up to three telephone numbers for the

Numbers | committee.

Org Info Use to record State and Federal IDs, and Committee Level.
Displays when the selection made in the Type field is other
than INDIVIDUAL. as described above.

Notes Use to add notes about the committee or its processing. Is

also used to indicate the amount of money previously received
from or expended to the associated committee, organization
or individual.

3. Click the Officers tab to enter officer information about the officers.

=. Committee Information @

( Ancounts ]
Tvpe [ Name If Dificers;

[ Do MOT Show Non-Active Dfficers

# | Type Marne Date Started D ate Ended

< b4

Add Dificer ... Edit Offizer ... Delete Officer ... |

| LCancel |

=24 -




Setting Up a Committee — cont.

When you click Add Officer you are directed to the Officer Information
screen. Fill in the required information for officer type and begin date.

. Officer Information

Mamedddress Officer Tvpe
Beqin Date End Date
&dd Officer .. Find Officer ... | | |
Ok | Cancel
4. Click Add Officer, you are directed to a different screen
x
Type: [MDIDLIAL
( Motes ]
Name T Mailing Addreszs T Emaill Addresz T Phone Murmbers
Title First Middle Last Suitfi
Mick Mame Gender Date of Birth M Yater Begistration Mumber
i+ Professian " Job Title
" Specific Field f+ Emplover's Mame
Fielation to Candidate
Reset | Ok | LCancel |

For each tab (Name, Mailing Address, Email Address, Phone Numbers,
Org Info, Notes) enter any required information and any additional
information you have and Click OK.

-25 -



Setting Up a Committee — cont.

5. Click the Accounts tab to enter information about the accounts.

w| Committee Information

( Type T MHame T Officers

Accounts |

[~ Do MOT Show Closed Accounts

# | Code | MHane Type MHumber Open Date

4 *

Edit Account ... Delete Account ... ‘

‘ LCancel ‘

- 26 -



Setting Up a Committee — cont.

When you click Add Account you are directed to the Account Information
screen. Fill in the required information for account code, account type,
account number and purpose.

= Account Information E|
Mame/bddress Account Code
Account Type
Firnd Aocaunt | | Account Number
Furpoze Open Date Cloze Date
Ok | LCancel ‘

When you click Add Account, you are directed to a different screen
(Name/Address Screen). For each tab (Name, Mailing Address, Email
Address, Phone Numbers, Notes) enter any required information and any
additional information you have and click OK.

6. Click OK to close the Committee Information window and display
the main window.

&, Committee Information

[ Accounts T Candidate

Type T Mame

T Dfficers B

Carnmittze Org Lewvel

Carnmittze Type

Election Cycle Length
| 2 ears ﬂ

Last General Election Year
| 2004

Drate Organized

CAMDIDATE |

Effective Date of Change

LCancel

NOTE: When all required information is entered, the OK button in the Committee Information window becomes

active.

-27-




Setting Up a Committee — cont.

The committee that you created now displays in the main window’s Org field
drop-down list, and may be selected for viewing or editing.

ki Campaign Finance Remote Filing Software [NC]

(=15
Fle OrgSetup Detai Information Reporting  Help

Oig Name

‘NE REFORM COMMITTEE

# | Year | Repot Level Start Date End Dale

2

Mo Committes Selected.

To View or Change information on the committee just created, select the
name from the Org field drop-down list, and select Org Setup >

Committee Info - Browse - or Org Setup - Committee Info 2
Change.

L} Campaign Finance Remote Filing Software [NC]

File | OrgSetup Detal Information  Reporting  Help

Oig Committee Info ¥ Mew el

NC| Change Chr+C Info

10K

,—M Delete  cirko

# | Vear | Fieport Level Starl Dale End Dale
< | >
No Committee Selected

k| Campaign Finance Remote Filing Software [NC]

File | OrgSetup Detall Information  Reporting  Help

Org Committee Info » Mew  ChrN
,ﬁ Change Ckri+C

Change Ctrl+C
Browse CtrHB
iﬁ ©Old Summary

Delete  ChHO

# | Vear | Fieporn

Level Start Date EndDate

&

Mo Committee Selected.

- 28 -



Recording Public Finance Information

If the candidate committee will be receiving funds from public financing, or
is opposing someone who will be receiving funds from public financing, you
must provide additional information through this software. Follow the steps
below to ensure your compliance.

1. From the main Campaign Finance Remote Filing Software screen, Click
Org Setup 2 Committee Info > Change

ls; Campaign Finance Remote Filing Software [NC] i = |EI|1|
File | Org Setup Detail Information  Reporting  Help

i Commitkee Info  k et el
Change CkrH-C

CO|  FundInf e - Infa... |
I_ EoRCIR Browse Chrl+E —I
D Murnber
I Delete  Chrl+0

# | Repart | Level | StartDatel End Datel Due Datel Fi
1| | i

| Mo Committee Selected.

N

This will bring up a window asking for the effective date. Click OK.

-29 -



Recording Public Finance Information — cont.

2. Click the Candidate tab. Check the box near the bottom which
says Show Public Finance Tab.

isj. Committee Information El

[ Type T M ame T Officers
Accounts T Candidate T Fublic Finance )
Mame/dddrezs
H arriz Durham Blake [v Candidate's Prirmary Committee
P.0. Box 4266
Finehwrst . NLC 28374 Candidate 1D Nurmber
Edit Candidate |
Office Sought Jurizdiction Farty Affiliation
|State Senate |5 enate District 22 REPUBLICAN ~]
(]9]5 how Public Finance T aké [~ Mon-Participant WITH MO Participating Opponent()]
El -
Effective Date of Change
[ oenaroms o | Lancel

If you are a non-participating candidate, but are opposing a
participating candidate, you can stop here.

If you are a non-participating candidate, and have no participating
opponents, check the box, which says Non-Participant WITH NO
Participating Opponent(s), and stop there.

Otherwise, if you are the candidate seeking certification in the NC
Public Campaign Fund, please continue.

When you clicked on the checkbox, which says Show Public

Finance Tab, the Public Finance tab should have appeared, click
on this tab.

-30 -



Recording Public Finance Information — cont.

. Committee Information

x|
[ Type T Hame T Dfficers )
Accounts T Candidate T Public Finance ‘
Election rear | Office | Seat | Intent D ate
2003 Supreme Court Azzociate Justice  JUDGE 034070 £2007
1| | i
Add.. Edit Delete... |
Effective D'ate of Change
[ 0241572008 o | Lancel
3. Click on the Add button. This opens the Public Finance Information

window. Choose the Office for which the candidate is running from
the Office drop-down box. Type in the Seat, Election Year and
Intent Date if the candidate has filed for Intent. Fill in the box
labeled Certified Date if and when they become certified.

[ conddate wformaton x
Mameddddress Candidate D
UOHM DOUGLAS SMITH I GZ1'ERd
F O BOx 2276

BALEIGH . HC 27511

Edit Candidate ... Find Candidate ... |
Qffice Sought Jurnizdiction Party Affiliatiorn
SUPREME COURT ASSOCI STATE REPUBLICAM j

4. When done, click OK.

-31-



ADDING ELECTIONS
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Adding an Election

Note: In order for the Election Sum to Dates to calculate correctly the

Committee Date Organized is required. (Refer to pg.20 in the Setting up a
Committee section)

1. Click 2 Reporting =2 Election Setup

k2t Campaign Finance Remote Filing Software [NC] — |E||i|
File g Setup  Detal Information | Reporting Help

Org Hame Election Setup

Report Information Info... |
1D Mumber Submit Report

I Contributor List

# I Report I Lewvel StartDate End Date Due Datel Fi

4] | ol

| Mo Committee Selected.

&

2. Click > Add Election

s electiontist A j=TE

Uze this form if participating in elections that are not at the govermment level at which
the committee waz zet up. For example, a state-level PAC contributing to a municipal
cahdidate would zet up a municipal election on this form.

ﬂl Level | Type | Election Date |

Add Election Wiew Elechion [elete Election

-33-



Adding Elections — cont.

3. In the Election year dropdown select the year of the election the office
was last up for election (example 2004 would be selected if President
is the office sought)

isi. Outside Election Information x|

Election vear Type

2007 =l |

2002
2003
2010
2011
22
2013
2014

Comments

Ok Cancel

4. Then Select the Type of Election
5. Next Select the Election

A similar screen will appear as below

isj, Outside Election Information x|

Election Year Type
2008 | |sTATE/COUNTY =]
Election

20028 GEMERAL ELECTIOM [11/4/2008)

Comments

General Election

Ok LCancel

-34-



Adding Elections — cont.

6. If you want to enter a Municipal election fill in the following
information

7. Enter the Other Election Date

8. Click = OK

N . Outside Election Information x|
Election vear Type
| 2007 | [MUNICIPAL =l

! CoLinty Furicipality
[wiakE | | T0wN OF Capyy =l
Election Other Election Date
OTHER ELECTICN |
Comrnents

IEIther Elechon

Ok Cancel

o. The following window will appear and display all of the elections
you have entered for your Committee
10. You are able to Add, View and Delete the elections from this window

OECrE— =
Uze thiz form if participating in elections that are not at the government level at which
the committes was zet up. Far example, a state-level PAC contributing ta a municipal

candidate would zet up a municipal election on this form.
# | Level | Type | Election Date
1 [M]TOWN OF CARY 2007 0&/05/2007
1] |
Add Election Wi Election Delete Election |
Cloze
|1 Election Listed. &

-35-



RECEIPTS

-36 -



Adding Receipts

1. To enter a receipt (contribution) for your committee click on Detail

Information - Receipts from the drop down list.

Iz Campaign Finance Remote Filing Software [NC]

Eile ©rgSetup | Detail Information  Reporting  Help

=101 %]

Org Mame Receipts Chrl+R
IHarris Blake for | Expenditures Chrl+E
IO M umber Debts & Obligations  Ctrl+D I.

IST.-'E-.-EEIEIEEN-E-I Goods & Services  Chrl4+G

j Infa... |

Account Transfers  Chr+T

CETE—— Start D ate End Date Due Date =
1 2006 Fourth uarter Amend H#1 12431 /2006 11./410/2007
& 2006 Fourth Quarker State 1042242006 12/31/2006 oA0/2007
3 | 2006 Third Quarter Plus Amend ... State 0701 42006 107212006 10/31 /2006
4 2006 Third Quarter Plus State 0701 /2008 10212008 10/31 /2008
b 2006 Second Quarter Amend #1 State 0441642006 05302008 07A11/2008
B 2008 Second Quarter State 0441642006 0E/30/2008 07A11/2008
¢ | 2006 Firgt Quarter Pluz Amend #1 - State 014071 42006 04./15,/2006 04,/25,/2006
g | 2006 First Quarter Pluz State 01./01 /2008 041 5,/2008 04,/25/ 2008
9 2005%ear End Semi-Annual Am... | State 070142005 12/31/2005 01/27 /2008
10 | 2005 %ear End Semi-Annual State 07012005 12/31/2005 01/27 /2008
11 20058 Mid Year Semi-dnnual Am...  State 01.,/01/2005 06/30,/2005 07/29,/2005
12 2005 Mid Year Semi-dnnual State 0101 /2008 06,/30,/2008 07/29,/2008
13 2004 Fourth Quarter Amend #1 State 1041742004 12/31/2004 011142005
'II4 2004 Fourth Quarter State 104 .'-"a"2|IJEI¢1 12/31/2004 A1 JEDTIj
4 »
| y
2. Then click Add New.
is. RECEIPTS LIST for Harris Blake for Morth Carolina Senate [STA-CO926 =10 x|
Fram D ate ToDate
I Digplay
# | M ame | M ame Type | Type | [ ate | Aot |

Add New Edit | Dt T

Cloze

J
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Adding Receipts — cont.

3. Click on the drop down arrow and select the receipt type that you
would like to enter. *

i, Receipt Information x|
Hatelz] |

Receipt Type

[3eneral Contribution

M arneddddress Sumrmary |nfarmatian
Add Contributar .. | Find Contribitar .. |
Faorm of Payment Aot [rate
Aooount
|1 [Checking | ) FROM BB & T Brar ~ |
AddCiose | AddRefiesh | AddEvist | Refresh | Cancel

* The receipts below are receipt types that must be linked to other
items in the software (i.e. a debt payment receipt must be linked to a
debt). Please see the section of this Quick Start User Guide that refers
to the special types of receipts.

Type Guide Page
Debt Payment 49
Forgiven Loan
Refund/Reimbursement

3
N N
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Adding Receipts — cont.

4.

Click Add Contributor (see screen shot page 38) for a new

contributor and you will see the following screen. For each tab
(Name, Mailing Address, Email Address, Phone Numbers,

Notes) enter any required information and any additional information

you have and click OK.

. Name/Address Screen g|
Tupe: IMDIVIDU AL
[ MHotes 1
Hame T Mailing Address T Email Address T Phone Humbers
Title First tiddle: Last Suffis
Mick Wame Gender Date of Birth MC Woter Registration Mumber
(& Profeszion " Job Title
" Specific Field {* Employer's Name
Rezet Ok ‘ LCancel |

Click Find Contributor (see screen shot page 38) to pull up an

existing contributor.

. Mame List

Type Mame [or beginning part of a name]
Individual ~| | W Show Al Digplay
£dd Mew # | Mame | G C. L.| Strest | City | 5.
IE | B3
Mo names lizted. Bermad]
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Adding Receipts — cont.
In the name field you can enter the person’s last name to narrow

down the list. Click Display to show the list. Select the contributor
that you want to use and click Ok.

= Name List =3

Type Mame [or beginning part of a name]

[Individual ~| | I Shaw Al
Add New #t | Name | G ] L.| street | City | 5.
1 JASON SCHRADER NN N,
2 JOHM DOE NN N,
3 JANE DOE NN N,
Clear ‘ K 3
3 Mames listed. ‘ Cancel ‘

5. Once the contributor information is entered, you will need to enter any

other required information for the receipt type you selected. Click Add
Close to add the new receipt and close the window if there are no
more contributions to report.

. Receipt Information |

Fieceipt Type

IGeneraI Cantributian j Mote(s) |

MHameldddiess Summarny |nfarmation
ANE DOE Sum to Date [Election Cycle]: $100.00 ;I
L HE Sum to Date [To Receipt Date):
$100.00
Sum ko Date [Current Election]:
$100.00 ;l
Edit Contributor .. | Find Contributor ... |
Forrn af Payrent Check Mumber Aot D ate
| Check =l | %0000 02/08/2008
Azcount
I'I [Checking [5211205921] FROM BE & T Erarj

édd Elasew Add Refresh Add E st Refresh | LCancel |
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Adding Receipts — cont.

When you are entering multiple receipts click Add Refresh. When
you have entered in all of your receipts, click Cancel.

. Receipt Information x|

Receipt Type

I General Contribution | Natels] |

M ameddddress Surmmary |nkarmation
AME DOE Sum to Date [Election Cycle): $.00 ;I
.MNC Sum to Date [To Receipt D ate]: $.00
Surmn to Date [Current Election]: $.00
Edit Cantributar ... | { Find Cantributor ...
Farm af Paprent Aot [ ate
Account

|1 [Checking [5211205921) FROM BB & T Erarj

4dd Clase | AddRefiesh b Add Exist | Fiefresh | Eeyied

When you are entering multiple receipts for the same contributor click Add
Exist. When you have entered in all of your receipts, click Cancel.
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Adding Receipts — cont.

x
Receipt Type
IGeneraI Contribution j Mote(z] |
M ameddddress Summary |nformation
AME DOE Sum to D ate [Election Cycle]: .00 ;I
. MC Sum to Date [To Beceipt Date): .00
Sum ta Date [Current Election]: $.00
Edit Contributar ... | { Find Contributaor ..
Faorm of Payment AmoLink [rate
Account
|1 [Checking (5211205921 FROM BB & T Erarj
Add Cloze Add Refrezh | Add Exist Befrezh | Cancel
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7. Your receipts will now show up in the list.
When you are finished entering in your receipts, click Close.
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Adding Expenditures

1. Click Detail Information—-> Expenditures

ks Campaign Finance Remote Filing Software [NC]

Eile  ©rgSetup | Detail Information  Reporting  Help

Org Mame Receipts Chrl4-R
woenditures

COMMITTEE TI Expenditures

1T Mumber Debts & Obligations  Chrl+D

Goods & Services  Chrl+G

ZErlHT)

account Transfers

CErE—— Start [ ate

1 0101 /2008 04,/19,/2008
2 | 2008 Water-Owned Election Qua..  State 094071 42007 024542008
3 2007 Judicial Qualifving Contribu,.. State 09/ 42007 02/07 /2008
4 2007 Year End Semi-bnnual State Q7012007 12312007
5 2007 Wid *ear Semi-Annual State 01/27 /2007 0&/30/2007

Due Date | Fi
04/23/2008 ||

02/25/2008
01/25/2003
072742007 5

1 | )

I 4

2. Click Add Newv.
. EXPENDITURES LIST for COMMITTEE TO RE-ELECT JUDGE MCCULLOUGH [] = IDIEI
Twpe
From Date ToDate
I Digplay |
i | M ame | Mame Type | Type | Date | Apnourt |

Add Hew Edit Delete [Clear

Cloze |
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Adding Expenditures — con

3. Click on the down arrow and sel

would like to enter. *

i, Expenditure Information

Erpenditure Tupe—

t.

ect the expenditure type that you

x|

Contribution to Candidate or Political Committee ™

Hate(z] |

Mamedddress

Summary Information

Add Payee ... Find Payee ...

Form of Pagment

Account

[

Arnount [Date

Purpoze Type

=

AddClase | AddRefiesh |  AddExist |

X

Befrezh | LCancel |

* The expenditures below are expenditure types that must be linked to
other items in the software (i.e. debt payment expenditure must be

linked to a debt). Please see the
that refers to the special types of

section of this Quick Start User Guide
expenditures.

Type Guide

Page
Debt Payment 49
Loan Repayment 59
Refund/Reimbursement from the Committee 64
Coordinated Party Expenditure 66

**As of 2007 the following Expenditures will have a Purpose Type associated
with them (older expenditures will still have the single purpose field)

Contribution to Candidate or
Political Committee
Coordinated Party Expense
Debt Payment

Operating Expense

Media, Printing, Fundraising, To Another
Candidate, Salaries, Equipment, Political
Party, Penalties, Holding Public Office
Expense, Postage, Office Expenses,
Other

Refund/Reimbursement from
the committee

Returned to Contributor, Overpayment
of Service, Exceeded contribution Limit,
Other
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Adding Expenditures — cont.

For each tab (Name, Mailing Address, Email Address, Phone
Numbers, Notes) enter any required information and any additional
information you have and click OK.

= Name/Address Screen E|
Type: IMDID AL
[ MHotes ]
Name T Mailing Address T Email Address T Phone Murmbers
Title Firgt tiddle Last SLiffi
Mick Marne Fender Drate of Birth MC Woter Registration Mumber
{+ Prafession " Job Title
" Specific Field f* Employer's Mame

Bezet O | Cancel |

5. Once the payee information is entered, you will need to enter any
other required information for the expenditure type you selected.

Click Add Close to add the new expenditure and close the window if
there are no more expenditures to report.

When you are entering multiple expenditures click Add Refresh.
When you have entered in all of your expenditures, click Cancel.

When you are entering multiple expenditures for the same payee click

Add Exist. When you have entered in all of your expenditures, click
Cancel.
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Adding Expenditures — cont.

6. Your expenditures will now show up in the list.
When you are finished entering in your expenditures, click Close.

. EXPENDITURES LIST for COUNTY PARTY COMMITTEE [] M=
Type
|.-’-'-.II Types ﬂ
From Date ToDate
# | N arne Type Date | Amount |
1 ACME Debt Paym... 05082005 $100.00
2 BBET Loan Repa... 0508/ 2005 $100.00
3 BOE SMITH Coordinated... 01401 /2005 $100.00
4 JAME DOE Refund/Rei... 05/08/2005 $h0.00
] JOHM DOE Operating E... 05062005 $100.00

Add Mew | | | Clear LCloze |

5 lterns Found.
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Adding Debts

1. Click Detail Information> Debts & Obligations

-BX

;| Campaign Finance Remote Filing Software [NC]

File Org Setup EBEEIRGRE RGN Reporting  Help
Drg Mame Receipts Chrl+R
EIRE ST O —]
|0 Mumber Debts & Cbligations  Ckrl+D
Goods & Services  Chrl+G
Account Transfers  Chel+T
# Year  rrope Level Start Date End Date
1 2005 hid v'ear 5emi-dnnual State /0142008 06/30/2005
45 2

Mo Committee Selected.

2. Click Add New.

w. DEBTS LIST for COUNTY PARTY COMMITTEE [] M=

From Date TaDate

| Dizplay
# | M e Type D ate | End Balance |

e | | o
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Adding Debts — cont.

3. Click on the down arrow and select the debt type that you would like
to enter.
. Debt Information E|
Drebt Type

'WED BY THE COMMITTEE Note(s]

Mamestddress Surnrnary [nfarmation
Add Creditor ... | Find Creditor ... | Beqinning B alance
Start [ ate | Oid Debt
Amount Paid
Paid ltems
Dezcription

Amount lhcurmed

Incurred Items

Remaining Balance

o
AddCiose | AddRefesh |  addEdist | Befiesh | Cancel |
4. Click Add Creditor and you will see the following screen.

For each tab (Name, Mailing Address, Email Address, Phone
Numbers, Org Info, Notes) enter any required information and any
additional information you have and click OK.

w| NamefAddress Screen E|
Type: OTHER ORGAMIZ
[ Org Info T Mates ]
Name T Mailing Address T Email Address T Fhaone Murmbers
Org Mame

Beset Ok | LCancel |
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Adding Debts — cont.

5.

Once the Creditor information is entered, you will need to enter any
other required information for the Debt type you selected.

Click Add Close to add the new Debt and close the window if there
are no more debts to report.

When you are entering multiple Debts click Add Refresh. When you
have entered in all of your debts, click Cancel.

When you are entering multiple Debts for the same Creditor click Add
Exist. When you have entered in all of your debts, click Cancel.

Your Debts will now show up in the list.
When you are finished entering in your Debts, click Close.

. DEBTS LIST for COUNTY PARTY COMMITTEE [] M=E3

Type

|AII Types ﬂ

From D ate ToDate
# | MName Tupe Date | End Balance |
1 &CME OWwED BY ... 05/08/2005 $-100.00
2 BOB SMITH OWwED TO ...  08/05/2005 $.00

Add Mew ‘ | | Clear Close

2 ltemz Found.
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Linking a Debt to a Receipt

This is used to show a debt payment to the committee as a receipt. You
must link this receipt to a debt.

1. From the receipt entry screen click Debt Link.

. Receipt Information E|
Receipt Type

Ciebt Payrnent Deht Lirk. ... | Hotels) |
Mame/dddress Summary Infarmation

Add Contributar ... ‘ Fird Contributar ... ‘

Form of Payment Amount Diate

| = |

Account

|1 [Checking (0000000000000000) FROM BEE » |

Add Close ‘ AddHe[resh‘ Add Exist ‘ [ | o] |

1. Click Display to display the list of debts. If there is no Debt listed
refer to page 50 of this user guide to set up the Debt. Select the debt
to link and click Ok.

3 Debts List =13
BOE SMITH
e N
| | | |Type: OWED TO THE
From Date TaDate COMMITTEE

- Begin Balance: $.00
| Display Amount Paid: $.00

Amount Incurred: $.00

< >

Clear ak Lancel

1 ltem Found.
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Linking a Debt to a Receipt — cont.

3. The selected debt will now appear on the receipt form in the

Summary Information box.

the receipt.

. Receipt Information

Enter any other required information for

Receipt Type
|Debt Payment j | Debt Link. .. Mate(s] |
Mame bddress Summary Information
BOE SMITH Debtor/Creditor:
L MC EBOBE SMITH
Sum to Date [Election Cycle): $.00
Sum to Date [Ta Receipt Date): $.00
Edit Contributor ... | Find Contributor ... |
Form of Papment Amount Date
Account
|1 [Checking [0000000000000000) FROM BE? j
Add Cloze | Add Refresh | Add Exist | Refresh | LCancel |

Click Add Close to add the new Receipt and close the window if there
are no more receipts to report for the linked debt.

When you are entering multiple receipts click Add Refresh. When
you have entered in all of your receipts for the linked debt, click

Cancel.

When you are entering multiple receipts for the same contributor click
Add Exist. When you have entered in all of your receipts for the

linked debt, click Cancel.
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Linking a Debt to an Expenditure

This is used to show a debt payment from the committee as an expenditure.
You must link this expenditure to a debt.

1. From the expenditure entry screen click Debt Link.
w. Expenditure Information E|
E=penditure Type
|Deht Fayment j‘ﬂ Debi Link .. Ij' Mote[s] ‘
Mame/dddress Summary |nformation
AddPayee ‘ e |
Form of Pavment Aot Date
| = |
Account Purpoze
| =l
Add Ciose | Mdnegresh| Add Exist | Refiesh | Bz ‘
2. Click Display to display the list of debts. If there is no Debt listed

refer to page 50 of this user guide to set up the debt. Select the Debt
to link and click Ok.

. Debts List Z E E |
ACME
e s
| | | |Type: OWED BY THE
From Date Ta Date COMMITTEE

Beqin Balance: $.00
Amount Paid: $.00
Amount Incurred: $.00

| W

<

Clear

LCancel

1 Item Found.
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Linking a Debt to an Expenditure — cont.

3. The selected debt will now appear on the expenditure form in the
Summary Information box. Enter any other required information for
the expenditure.

. Expenditure Information

Expenditure Type

Debt Payment L[ Debt Link ... | Mote(z) ‘
M ame/dddress Summany Infarmation
CHE Debtor/Creditor: |

L HNC ACME
Sum bo Date [Election Cecle): $100.00 — '
Sum to Date [To Expenditure Date]: o |

Edit Paves ... | Find Payee __. [

Farri of Fayment Amount [rate

|Cash | | $100.00 | 05/08/2005

Account FPurpoze

‘1 [Checking (0000000000000000) FROM BB!L[ DEBT REPAYMENT

Add Cloze Add Refresh Audd Esast Refrezh | LCancel

Click Add Close to add the new Expenditure and close the window if
there are no more expenditures to report for the linked debt.

When you are entering multiple expenditures click Add Refresh.
When you have entered in all of your expenditures for the linked debt,
click Cancel.

When you are entering multiple expenditures for the same payee click

Add Exist. When you have entered in all of your expenditures for the
linked debt, click Cancel.
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Adding Loans

Candidate Committees may receive loans from individuals and other entities
allowed to make contributions. Loans are contributions and are subject to
the same limitations as contributions.

. Receipt Information

Receipt Type
Loan Proceed Mote(z)

Mamesdddress Surnrnary [nfarmation

Add Lender ... | Find Lender ... | Lending Ingtitution ... | Endorsers ...
Form of Papment Amount Start Date
|Cash =l | |
Account Rate End Date

|1 [Checking (1000000000000000] FROM EBBE ~ | | |
Security Pledged

4dd Close | Addﬂegresh| Add Exist | [ | el |

1. Click Add Lender (see above) for a new lender and you will see the
following screen. For each tab (Name, Mailing Address, Email
Address, Phone Numbers, Org Info, Notes) enter any required
information and any additional information you have and click OK.

. NamefAddress Screen E|
Tupe: FINAMCIAL INSTITUTION
|/ Org Info T MHaotes
Name T Mailing Address T Email &ddress T Fhaone Mumbers
Org Mame

Rezet Ok ‘ LCancel ‘
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Adding Loans — cont.

Click Find Lender (see page 58) to pull up an existing lender.

. Mame List |Z| |E| [$__<|

Type Mame [or beginning part of a name]

| [v Show Al Digplay

Add New #t | Name | 6] ] L] Steet | City | s.

[ Rh

< | =

Mo names ligted.

Cancel

In the name field you can enter the lender’'s name to narrow down the

list. Click Display to show the list. Select the lender that you want to
use and click Ok.

w. Mame List

Type M ame [or beginning part of a name)
|Financial|nstitution ﬂ | v Show Al
idd New # | Name | G| c) L. Steet | City | 5.
1 BB&T MM M.
Clear | £ | >

1 Mames listed. LCancel
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Adding Loans — cont.

2. The selected lender will now appear on the receipt. Enter any other
required information for the receipt.

. Receipt Information

Receipt Type
|L0an Froceed j Mate(s]
Mamesdddress Surnrnary [nfarmation
BEE&T MNum OFf Endorzers: 0
LMC Suni o Date [Election Cycle): $.00
Sum to Date [To Receipt Date); $.00
Edit Lender ... | ________ Find Lender ... i Lending Institution .. | Endorzers ...
Farrn of Payment Arnount Start D ate
|Cash =~ | |
Account Rate End Date
|1 [Checking (0000000000000000] FROM EBE + | | |
Security Pledged
AddCiose | AddRefesh |  addEdist | Befiesh | Cancel |

Click Add Close to add the new Receipt and close the window if there
are no more receipts to report for the loan.

When you are entering multiple receipts click Add Refresh. When
you have entered in all of your receipts for the loan, click Cancel.

When you are entering multiple receipts for the same lender click Add

Exist. When you have entered in all of your receipts for the loan, click
Cancel.

-60 -



Linking a Loan Proceed to a Receipt

This is used if a committee has an outstanding loan that is owed TO the
committee. You must link this receipt to the loan.

1. From the receipt entry screen click Loan Proceed Link.
u. Receipt Information rz|
Receipt Type
Forgiven Loan Loan Proceed Link ... Matefs] ‘
M amestddress Summary [nformation
Find Payer ..
Amount Date
|
AddDiose | AddRefiesh | AddEsin | Refiesh | Cancel |
2. Click Display to display the list of loan proceeds. If there is no Loan

Proceed listed refer to page 58 of this user guide to set up the Loan
Proceed. Select the loan proceed to link and click Ok.

. Receipts List

CEX

BEET
JEss .NC
| J Type: Loan Proceed
From Date ToDate Date: 05/01/2005

Amount: $1.000.00

Loan Proc...

7

05/01/2005

| W

Clear

LCancel

1 Item Found.
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Linking a Loan Proceed to a Receipt — cont.

3. The selected loan proceed will now appear on the receipt form in the
Summary Information box. Enter any other required information for

the receipt.

. Receipt Information

Receipt Type

|F0rgiven Loan

Mame/dddress

=]

Loan Proceed Link ... |

3

Mote(z) ‘

Summary Infarmatian

BE&T
CHC

Lender:
BBET

Mumber of Payers: 0
Sum to Date [Election Cycle):

Find Payer ... |
Amnaunt Drate
| $100.00 05082005
Add Refresh Add E izt Refrezh ‘ Cancel

Click Add Close to add the new Receipt and close the window if there
are no more receipts to report for the linked loan proceed.

When you are entering multiple receipts click Add Refresh. When
you have entered in all of your receipts for the linked loan proceed,
click Cancel.

When you are entering multiple receipts for the same payer click Add
Exist. When you have entered in all of your receipts for the linked
loan proceed, click Cancel.
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Linking a Loan Repayment to an Expenditure

This used if a committee has an outstanding loan that is owed BY the
committee. You must link these expenditures to the loan.

1.

From the expenditure entry screen click Loan Link.

w, Expenditure Information

Expenditure Type
|L0an Fepayment Loan Link. ... Mate(z) |
M amesdddress Surmmary lnformation
Add Lender .. ‘ Find Lender .. ‘
Form of Payment Armount boward Principal Date
| =l |
Account
AddCiose | AddRefish | AddEdst | Befiesh | Cancel |

Click Display to display the list of loan proceeds.

If there is no Loan

Proceed listed refer to page 58 of this user guide to set up the Loan
Proceed. Select the loan proceed to link and click Ok.

. Receipts List

Type

Frarn Drate ToDate

| Dizplay

[~

NC

T wpe: Loan Proceed

Date: 05/01/2005

Amaount: $1.000.00

<

Loan Froc...

05/01/2005

Amount

Clear

1 Item Found.

LCancel

-63 -



Linking a Loan Repayment to an
Expenditure — cont.

3. The selected loan proceed will now appear on the expenditure form in
the Summary Information box. Enter any other required
information for the expenditure.

| Expenditure Information

Ewpenditure Type

|L0an Repayment ﬂ Loan Link ... | Miote(s) ‘
Mame/Address Summary Information
BBET Lender: L
LHE BBET
Sum to Date [Election Cycle]: $100.00
Sum to Date [To Expenditure D ate]: w
Edit Lender ... | Fird Lender ... ‘
Form of Papment Amount toward Principal Date
Cazh j | $100.00 05/08/2005
Account
AddCiose | AddRetresh | AddEsist | Befresh | Cancel |

Click Add Close to add the new Expenditure and close the window if
there are no more expenditures to report for the linked loan.

When you are entering multiple Expenditures click Add Refresh.
When you have entered in all of your expenditures for the linked loan,
click Cancel.

When you are entering multiple Expenditures for the same lender click
Add Exist. When you have entered in all of your expenditures for the
linked loan, click Cancel.
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REFUNDS/COORDINATED
PARTY EXPENDITURES
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Linking an Expenditure to a
Refund/Reimbursement Receipt

If money comes into the committee as a refund or a reimbursement then
you must first show the expenditure that was paid BY the committee.

1. From the receipt entry screen click Expenditure Link.

&, Receipt Information

Receipt Tyupe
Refund/Reimbursement to the Conmmittes Expenditure Link ... Motefs) |
Mame/Address Summary [nformation
Add Contributor .. | Find Contributar .. |
Formn of Fayment Amount Date
Arcount
|1 [Checking (0000000000000000] FROM BBEJ
Purpoze
Add Clase | Add Refresh | Ald Eviet | Refresh | Ezies |

2. Click Display to display the list of expenditures. If there is no
Expenditure listed refer to page 68 of this user guide to set up the
Expenditure. Select the expenditure to link and click Ok.

u. Expenditures List E”E|El
Torae JOHM DOE
.NC
|.~’-‘-.II Tupes j Type: Operating Expensze
From Date ToDale [Date: 05/06/2005

Amount: $100.00
| | Dizplay

# | Mame Tupe Date Amournt Pa
eratin T £100.00

< 4

Clear Ok LCancel

1 Item Found.
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Linking an Expenditure to a
Refund/Reimbursement Receipt — cont.

3. The selected expenditure will now appear on the receipt form in the
Summary Information box. Enter any other required information for
the receipt.

Receipt Tupe
|F|efund£F|eimbursement to the Committee j Expenditure Link, .. ‘ Mate(g] |
Mamestddress Summary Information

ANE DOE Papee:

L MC JOHM DOE

Sum to Date [Election Cycle]: $50.00
Sum to Date [To Receipt Date): $50.00

Edit Contributar .. ‘ Find Contributar ... |
Form of Payment Aot Date
|Cash Ea | $50.00 05/10/2005
Account

|1 [Checking (0000000000000000) FROM BEE ~ |
Purpnze
‘DVEH PaID

ﬁddF!e_fresh‘ Add Exist | T ‘ Bt |

Click Add Close to add the new Receipt and close the window if there
are no more receipts to report for the linked expenditure.

When you are entering multiple Receipts click Add Refresh. When
you have entered in all of your receipts for the linked expenditure,
click Cancel.

When you are entering multiple Receipts for the same Contributor click

Add Exist. When you have entered in all of your receipts for the
linked expenditure, click Cancel.
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Linking a Receipt to a Refund/Reimbursement

Expenditure

If the committee must refund or reimburse money then you must first show

the contribution/receipt that was made TO the committee.

1. From the expenditure entry screen click Receipt Link.
w. Expenditure Information
Expenditure Type
R efund/R eimbursenent fram the Cormmittes ‘ Hate(s) |
Mame/Addiess Summary Information
Add Papee ... | Find Payee ... |
Farmn of Payrent AmaLnt Date
| = |
Accaunt Purpoze
| =l
Add Close ‘ A Fle_fresh‘ Add Exist | Refresh | Cancel |
2. Click Display to display the list of receipts. If there is no Receipt

listed refer to page 37 of this user guide to set up the Receipt. Select
the receipt to link and click Ok.

B=ES

. Receipts List

B [tems Found.

Tupe J.?JIEE DOE
|.~’-‘-.II Types j JType: General Contribution
Date: 05/07/2005
Fram Date ToDate Amount £100.00
| Digplay
# | Mame Type D ate Arnount Pa
J&M 05/07/2005 | $100.00
2 BB&T Loan Proc..  05/01/2005  $1,000.00 Cs
3 BB&T Forgiven L. 05/08/2005  $100.00
4 BOB SMITH Goods an..  08/10/2005  $25.00 [
5 JaNE DOE Refund/R... 08/10/2005 $50.00 [
p ?
Clear Ok LCancel
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Linking a Receipt to a Refund/Reimbursement
Expenditure — cont.

3. The selected receipt will now appear on the expenditure form in the
Summary Information box. Enter any other required information for
the expenditure.

ui| Expenditure Information @

Expenditure Type

|F|efund£F|eimbursement from the Committee j Receipt Link ... | Motefz] |
Mametddress Surnrnary Information
AME DOE Contributor: ”

L MC JAME DOE
Sum o Date [Election Cycle): $150.00 —
Sum to Date [To Expenditure Date]: ~

Edit Payes ... ‘ Find Papee ... |

Form of Payment Amount Date

|Cash i | $50.00 | 05/08/2005

Account Purpoze

|‘I [Checking (0000000000000000) FROk EBEﬂ OVER PAID

4dd Clase | AddF!e[resh‘ Add Eist ‘ [ ‘ Coresl |

Click Add Close to add the new Expenditure and close the window if
there are no more expenditures to report for the linked receipt.

When you are entering multiple Expenditures click Add Refresh.
When you have entered in all of your expenditures for the linked
receipt, click Cancel.

When you are entering multiple Expenditures for the same Payee click
Add Exist. When you have entered in all of your expenditures for the
linked receipt, click Cancel.
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Linking a Coordinated Committee to a Coordinated

Party Expenditure

1. From the receipt entry screen click Coord Committee(s).
. Expenditure Information
Expenditure Type
|Eoordinated Party Espenditure j Hotefs]
Mamestddresz Summary |nformation
Add Payee . ‘ Find Payes ... ‘
Form of Payment Amount
| =l | |
Account Purpoze
|1 [Checking [0000000000000000] FROM EEEj
Add Closs | Add Fle[resh| Add Exist ‘ Refresh ‘ Cancal ‘
2. Click Display to display the list of party committees. Select the party

committee to link and click Ok.
found click Add Newv.

w. Name List

If the required party committee is not

EEX

Type Marme [ar beginning part of a name]
| J | v Shaw Al
Add New tt | Mame | 6. C] L] street | City 5.
1 CABARRUS REC WM M.
Clear ‘ £ >
1 Mames ligted. Cancel
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Linking a Coordinated Committee to a Coordinated
Party Expenditure — cont.

3. For each tab (Name, Mailing Address, Email Address, Phone
Numbers, Org Info, Notes) enter any required information and any
additional information you have and click Ok.

w. NamefAddress Screen El
Tupe: |F'DLITIE.~'-\L PARTY COMMITTEE j
f Qrg Info T Motes ]
Mame T Mailing &ddress T Ermail Address T Phaone Mumbers
Org Mame
CABARRUS Rw

Beset Ok | Lancel ‘

4. Select the newly created committee and click Ok.

w. Name List

Tupe Hame [or beginning part of a name)
J | v Show gl Display

Add New #t | Name | 6. C) L. Steet | City | 5.
1 CABARRUS REC NN N
Edit | 2 | CABARRUS Bw

il

Delete

Clear | £ | »

2 Mames listed. Ok Cancel
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Linking a Coordinated Committee to a Coordinated
Party Expenditure — cont.

5. The selected committee will now appear on the expenditure form in
the Summary Information box. Enter any other required
information for the expenditure.

| Expenditure Information g|

Expenditure Type

|Eu:u:rdinated Party Expenditure ﬂ Hote(s]

Mame/tddress Surnmary nformation
BOB SMITH Coordinated Party: ”
ME CABARRLS R
Sum to Date [Election Cpcle): $100.00
Sum to Date [To Expenditure D ate]: w
Edit Fayee ... | Coord Committes(s] .
Farm of Payment Amaunt Drate
| Cash ] | $100.00 | 01/01/2005
Account Purpose

|'I [Checking (0000000000000000] FROM BBEﬂ CANDIDATE COMTRIBUTION

gwmme| Md%mw‘ ﬁwgmt‘ Eﬁ%h| Emwl‘

Click Add Close to add the new Expenditure and close the window if
there are no more expenditures to report for the linked coordinated
committee.

Click Add Refresh for entering multiple Expenditures. When you are
finished entering in expenditures for the linked coordinated committee,
click Cancel.

Click Add Exist for entering multiple Expenditures for the same Payee.

When you are finished entering in expenditures for the linked
coordinated committee, click Cancel.
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ACCOUNT TRANSFERS
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Adding Account Transfers

1. Click Detail Information = Account Transfers

2 Campaign Finance Remote Filing Software [NC]

Fila  Org Setup EREEIRGIGGENGE Reporting  Help

Org Mame Receipt.s ChrHR.
COUNTY Par T It v Info..

10 Murnber Dehts & Obligations  Ctrl+D
Goods & Services  ChHG

Account Transfers  Chel+T
Yeal e Level Start Date End D ate
1 2005 MidYear SemiAnnual State 01/01 /2005 0B/30/2005

<

|»

Mo Committee Selected.

2. Click Add New.

. ACCOUNT TRANSFERS LIST for COUNTY PARTY COMMITTEE []

From Date ToDate
| Diizplay

# | Account Code From Account Code To Date | Amount |

Add New ‘ | | o
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Adding Account Transfers — cont.

3. Enter all required information and accounts the amount is transferring
from and transferring to.

. Account Transfer Information

Aot [rate
| $100.00 | 05/06/2005

Accaunt Transferad Fram
|1 [Checking [0000000000000000) FROM BE&T] j

Accaunt Transfered Ta
|2 [Checking [11111111111111) FROM RBC CEMTURA] j

[Bdd Ciose )| Add Exist Cear | Carcel |

4. Click Add Close to add the new transfer and close the window if there
are no more transfers to report.

When you are entering multiple transfers click Add Exist. When you
have entered in all of your transfers, click Cancel.
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REPORTS
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Creating a Disclosure report
1. Click Reporting =2 Report Information
kz; Campaign Finance Remote Filing Software [NC] - |I:I|£|

File CrgSetup Detail Information | Reporting  Help
Election Setup

Org Mame
IHarris Blake for Marth Caralina Senat [t s (B n s gl da j Infa... |
10 Murmber (  Save Official Repart
|S TA-LO36N-L-001 I Contributor List
# | Feport Lewvel Start D ate End Date DueDate =
2006 Fourth Quarter Amend #1 12431 /2006 01,10/ 2007
2 2006 Fourth Quarter State 10/22/2006 12/31/2008 01.A10/2007
3 20086 Third Cluarter Plug Amend ... State 07/01/2008 104212008 104312008
4 2006 Third Quarter Pluzs State 07012006 104212006 104312006
b 2006 Second Quarter Amend #1 State 0416/2008 06/30,/2008 07/11/2008
B 2006 Second Quarker State 04.16/2008 06/30,/2008 0711/2008
T 2006 Firgt Quarter Plus dmend #1 - State 01./01/2006 04./15,/2006 04,/25,/2006
8 2006 First Quarter Plus State 01012006 04152006 04/25/2006
9  2005%ear End Semi-dnnual Am...  State 07/01.,/2005 12/31/2008 /272008
10 2005 %ear End Semizdnnual State 07 /01/2008 12/31/2008 0127 /2006
11 2005 Mid*'ear Semi-Annual &m... | State 01./01/2005 06/30,/2005 07 /29,2005
12 2005 Mid Year Semi-Annual State 01./01 /2005 0630/ 2005 07259/ 2005
13 2004 Fourth Quarter Amend #1 State 10/17/2004 12/31/2004 01./11/2005
'II4 2004 Fourth Quarker State 101 ?a"2|EIEI¢1 124312004 0111 JEEIfILI
4 3
| y
2. Click Create Disclosure Report.
=
# | M ew Info | Report Mame | Level | Start [1ate | End Date | -
1 i 2006 Fourth Quarter State 10/22/2006 0 12/31/20068 0 O
2 i 2006 Fourth Quarter Amend #1 State 10/22/2006 0 12/31/2008 0 O
3 i 2006 Third Quarter Plus State O7/01/2006 0 10/7°20/20068 0 1
4 i 2008 Third Quarter Plug Amend #1 | State O7/01/2006 0 10/7°20/20068 0 1
] i 2006 Second Quarter State 0441620060 0B/30/2008 O
G iy 2006 Second Quarter Amend H1 State 0416/2006 06302006 I
I? i 2008 Firgt Quarter Plus Statel MA1/2006 0 044552006 _EIILI
4 3
Create Disclosure Amend Heport Edit Beport Update Selected
® [Bubrited] [rsubritied] Repot DeleteReper
Create [nformational Wiew B eport :
Report [t far submitting] £t Flzport For SH0E L
Cloze
|42 Rieports Listed. o
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Creating a Disclosure report — cont.

3. Enter the year of report, filing schedule, previous report link if

applicable and report type for the report that you are creating. The

report dates will be automatically set for you. Enter the Number of

Fundraiser (Note: The Number of Fundraisers is only required on the

reports beginning in 2007). Click Ok when you are finished.

im. Report Information

X

Filing S chedule

e
ul State j

Previous Repart Link

I j Edit Summarny Yalues
Report Tupe Special Mame
|z &mendment Report Period D ates Fundraizer Activity
£ Yes Start D ate End Date Ciue Date Submit Date MHum of Fundraizers

* Mo I

S

Mezzage text... r Show ALL Detailed Contributor
|nfarmation [Optional]

—Account Summany List

M ame | Code | Beqin Balance I End Balance |
Edit Account
Rezet Defaulks Ok Cloge

NOTE: If no previous report is available select [No Previous Report] from the Previous
Report Link dropdown and click Edit Summary Values.
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&, Summary Amounts for Pre-Software Reporting

Prewvious Period Ending Balance Cash on Hand at Start of Election Cycle Cash on Hand at End af Election Cycle
E .00
Election Cpcle Receipt Tatals Election Cycle Expenditure Totals

Agaregated Contributions fram .00 Operating E wpenditures $.00

Indlw.dua.ls o Contributions to

Cantributions from Individuals $.00 Candidates/Political Committees $.00

Cantributions fram Palitical Party £.00 Coordinated Party Expenditures $.00

Committees

Contributions from Other Political .00 Loan Fepayments $.00

Committees ) )

T IT Refunds/Reimbursements From .00
) the Committes

Refunds/R eimburzements To the .00 |rn-Kind Contributions $.00

Committee ) ’

Interest $.00 Tatal Expenditures

Contributions from Mat-for-Profit $.00

Organizations )

Outside Sources of [ncome $.00 Election Cycle Additional Information T atals

Bk e Semiss” ,T Administrative Support

Contributions Forgiven Loans W
Total Receipts li 48-Hour Motice Fleports Sum $.00

Ok | LCancel |

Enter ALL balance values from the LAST PAPER report that you filed and click
Ok.
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Creating the Qualified Contributions Report (CRO-
2500, CRO2501 and CRO-2510)

From the main Campaign Finance Remote Filing screen, click on the
menu item Reporting, then choose Report Information. You will see the
following screen:

=
# | M ew Info | Report Mame | Level | Start [1ate | End Date | -
1 i 2006 Fourth Quarker State 1042272006 12/31/2006 0
2 Y 2006 Fourth Quarter Amend #1 State 10422/2006 12/31/2006 1]
3 i 2006 Third Quarter Plus State 0701 /2006 1042172006 1
4 i 2006 Third Quarter Pluz Amend #1 - State 0701 /2006 1042172006 1
] i 2006 Second Quarker State 04/416/2006 0E/30/2006 1]
G ¥ 2006 Second Cuarter Amend #1 State 041642006 0&/30/2006 1
I? i 2008 Firgt Quarter Plus Statel 01401 /2006 04/415/2006 _EIILI
4 3
Create Disclosure Amend Heport Edit Beport Update Selected
Repaort [Submitted] [Ursubmitted) Feport Dzlstz Fiaport
LCreate Informational "Wiew Feport "
Report [t far submitting] £t Flzport For SH0E L
Cloze
|42 Rieports Listed. o

NOTE: The reports you see listed are those which have been previously created. To view a
report already created, select the report and click the View Report button. Otherwise, to
create a report, click on the button labeled, Create Informational Report or Create
Disclosure Report.

1. Click Create Informational Report this screen will appear
2. Select a report in the Report Type

. Report Information |
“Year  Report Type

| 2007 |\atsrTiwned Election Qualfying Cantributions d|

icial Qualifying Contributions

Reset Defaults | Ok LCancel

3. Type in a Start Date then click > OK.
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Report Inform n

‘Year  Feport Type
I 2006 IJudiciaI Qualifying Contributions j
|z Amendment Report Period Dates
" Yes Start Drate End Date Due Date Submit Date
& No 05/23/2006 |

Reszet Defaults |

1=
# | Mew Info | Fieport Mame | Level | Start Date | End Date | [
1 A 2006 Judicial Qualifying Contribut...  State 01/02/2002  05/23/2006
1| | i F
Create Dizclosure Smend Fepart Edit Repart Update Selected
Beport [Submitted] [Unsubmitted] Fieport Bt Ry
CreateFl‘r:SQRational Wiew Repart > Audit Report Export FRepart r
LCloze |
1 Report Listed. &

4. Click View Report

5.

The following report displays:

Judicial Campaign Reform Act Qualifying Summary Cover Sheet

This farm must sccampany the Quakifying Contrbutions (CRO-2510) formas a cover theet

L Commities Infornation

Ja. Full Namse

2 ED Mumibe £

1904 0RO NAME - CANDIDIATE

122457 457-4-345

o Malling Adklress dnclude Cley, State and ZIp Code | 4. Dats Flled
STREET 1 032072006
OITY, NC 19902

. Phane PMumbsr
(@19 5551234

2 Condidete's Full None

3. Judicial Sent Sought

> Acopyofeach qualifying check or money arder

JOHN ASDEFASDF STANCIL TEST
. Tre asurer's Full Mare 5. Total Number of Qunlifying Contributisns 4
JAKE SPEED
. Total Aot of ALL Qualifying Conribations § 71000
Flepon Notes

> All quakfimg contibutors ae indiiduals registered to vote in Norh Carolina
> All quakfyng contibutions moeived wre m the formof acheck or money order in an amount between $10 and $500

it subimirted with this mpart

CERTIFTCA THO™N

Teertify that the Committee it in complisnce with all provisions o A sticle 224 and all prov isions rebting to qualifying contributions in Aick 2200 1
fusther ceriify that all contributions contaimed in this kit wre from North Caralin e gis tewd vaters

0N IWI006
Prirced Name of Signer Ageature of Appainted Treasiner Date
[FOR OFFICE USE ONLY
N Delvery Method
Dt Received: Ermployee: O Hormal Mail
' X O Fegisered Mail
Date: Postmurked: Erployee: [ Hand Delvered
Date. Soanned: Erployes: O Becuonically Fiked
CRO2500 TRC Baie Board of ERctians Sepoember 2003

Page 1
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Creating the Qualified Contributions Report
(CRO-2500, CRO2501 and CRO-2510) — cont.

Qualifying Contributions D

L. Coniribater Informatic
o Full Mame (Last, First, MI) b %t r Reg Number [« Phane Sumber |4 Csunty - Form of |£ Date 2. Amaunt
Malllng Addm ss {include diy, state, & zipr | Date of Birih Fayment mm'dd )
JOHN F CLIFTON I Chek
STREET LIME 1
STREET LINE 2
CITY, NH 12345.1123

M

022172006 € 10000

FIRST LAST Check
N

G271 52005 & 10000

FIRST LAST ASHE Check
STREET LINE 12

OX2F 2006 D004
CITY, NC 11111-1 § 50000

BRICE WESTWV 1234567698 Check
STREET

CITY, NC 12345-1234

CROL2005 3 10,00

OB 11955

2. Total only this Page % 71000
CROZST Wi Grate Board af Eleciions Seplember X603

Treasurers [niials

Page 2
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Creating the Registered Committee Independent
Expenditures report (CRO-2520)

From the main Campaign Finance Remote Filing screen, click on the
menu item Reporting, then choose Report Information. In the Reports
window which appears, click on the button labeled, Create Informational
Report. The following window will appear:

& Report Information E

“rear Report Type
IHegistered Committee Independent Expenditure j

|2 Amendmemnt- Report Pernod Dates
|7 i Yes —‘ |V Start [ ate End Date Due Date Submit Date

= Mo |EI1£15£2EIDE 03/20/2006 03/21/2006 |

Reset Defaults | Ok LCancel

The textbox labeled Year is the year which the expenditures were made. It
is automatically filled in with the current year. In the textbox labeled
Report Type, choose the report name of Registered Committee
Independent Expenditure. The Yes/No radio button option is
informational, and is for display only. The dates during which the
expenditures where made are in the boxes labeled Start Date and End
Date. They will be calculated for you, using the date of the first
Independent Expenditure as the Start Date, and the date on which the
committee reaches the $3000 expenditure limit as the End Date. This is
true for the first independent expenditure report which is created.
Subsequent reports will use the date of the last Independent Expenditure
report created as the Start Date, and the date which you reach the first
$1000 expenditure total over the initial $3000 as the End Date. The Due
Date is calculated to be the next business day after the report is created.
Ignore the box labeled Submit Date. Then just click on the OK button.
The report created for you will resemble the one seen on the next page:
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Creating the Registered Committee Independent
Expenditures report — cont.

Amazdmant
Regivtered Commiliee Independent Expenditures Report Oy, @5 Foe a3
TobeUsed by Pubticsl Commiltzes registered i Horth Cerobng
1. Comumittee Information
[& Full T . Mlaibing Addbinay (L lude Cily, State ind K Cole) AL IVC Dok I Prusdiz
ADD COMMITTEE - PAC [STEREET 1 173203135500
(STREST 2 I ——
B Trpe of Commliarn FODILE, M0 273061758 . Total All Exprndivures |
0 Candidals Carnpasgn [ PAT 0 Pasty 3 $3,100.00
(u] ] Joisd Fundramas ‘
2, Expenditure Information
[o Towrm [l Ao, Fall [Vares, Malling Addssas & Phans |4 Pumpsse -.c-mulmq-m.uum.i(m B Amaund
Mum) Code (lacluds cily, stam, and aip) full s, affice soughd and doi  Crooew'ddyyes)
1AME BRADY TEST HAME
e CIFFICE
1 TR SUFFORT U200 $50000
VOHH EDOE ASDF HAME HAME
WARAYAL CFFICE OFFICE
HEACATLERO A :
3 [istae i it 154 SUEFOET 03032006 130000
(9 L1400 2083
Pkt LT TEST HANE
sTaETLE Pl
3 e SUFFORT DI04 SLA0000
0 AL RASDBET AL 2BAGES CANDOATE
i COFFICE
F CITVHE TR BN OFECRE TA204 $0a00
[ Tot] Expenditeres TEHIS Fage (o o she S mtries o i pagel 3 T
[CERTEFICATION
[Usndes penelsy of peguey, | cortify that the independent axpendiiurs reposiad heerin wam ot meds with the cooperetion of peior sonseet of, 0zm
consutlation wish, ar ot the fequest or suggestion of, o candidate or a candidate's egens or etheszed committes, nor did they imvolve the fnsncing.
of sy camgpaign mekenals prepered by s dideke's agent ot authonized commities
06
Frimted Kyme of Signer Sigrasre of Apgomted Treaner Dute
RO 3510 TP Star Doael of e ke T 2007
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Creating a Non-Participating Candidate Report
(CRO 2530)

1. Click Reporting > Report Information
Lz Campaign Finance Remote Filing Software [NC] - |EI|£|
File CrgSetup Detail Information | Reporting  Help
Org Mame Election Setup
IHarris Blake for Morth Caroling 5 ernat S =tetat sy da ait=a[s j Infa... |
10 Muriber | Save OFficial Report
|5T’*"EDE'25N'E":":” I Contributor Lisk
# | Report Level Start Date End Date Due Date =
2006 Fourth Quarter &rmend 81 12312006 | 01 02007
2 2006 Fourth Quarter State 10722/ 2006 12/31 /2006 .A0/2007
3 2006 Third Qluarter Plug Amend ... State 07./01./2008 10/21/2008 10/31./2008
4 2006 Third Quarter Plus State 07./01./2008 10/21./2006 10312006
b 2006 Second Quarker Amend #1 State 0416/2006 06/30,/2006 07/11,/2006
B 2006 Second Quarker State 04162006 06302006 07112006
7 2006 Fist Quarter Plus Amend #1  State 01./01 /2008 04.15,/2008 04./25,/2006
8 | 2006 First Quarter Pluz State 01./01./2008 04.15,/2006 04./25,/2006
9 2005%ear End Semi-dnnual &m... | State 07./01./2005 12/31/2005 01272006
10 2005 %ear End Semi-Annual State 07012005 12/31/2005 01/27 /2006
11 2005 MidYear Semizdnnual Am..  State 01./01./2005 0&./30,/2005 07./29,/2005
12 2008 Mid Y'ear Semizdnnual State 01,01 /2005 0&/30,/2005 07./29,/2005
13 2004 Fourth Quarter Armend 1 State 10172004 12/31/2004 01./11.,/2005
1I4 2004 Fourth Quarter State 1041 ?£2|EIEI4 124312004 A1 EEDTILI
4 3
| 4
2. Click on Create Informational report
=1o] x|
# | M ew Info | Report Mame | Level | Start [1ate | End Date | -
1 i 2006 Fourth Quarter State 10/22/2006 0 12/31/20068 0 O
2 Y 2006 Fourth Quarter Amend #1 State 10/22/20060 12/31/2006 0 O
3 i 2006 Third Quarter Plus State O7/01/2006 0 10/7°20/20068 0 1
4 i 2008 Third Quarter Plug Amend #1 | State O7/01/2006 0 10/7°20/20068 0 1
] i 2006 Second Quarter State D4416/2006 0 0BA30/2008 0 O
G ¥ 2006 Second Cuarter Amend #1 State 041642006 0&/30/2006 1
I? i 2008 Firgt Quarter Plus State MA1/2006 0 044552006 _D|;|
4 [
Create Disclosure Amend Heport Edit Beport Update Selected
Repaort [Submitted] [Ursubmitted) Feport Dzlstz Fiaport
Create |nfarmational Wiew Femart ;
Ce_purt\ e et Sudit Bepart For SBEOE ze
Cloze
|42 Rieports Listed. o
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3. Make sure the correct report is selected and that the date range is
correct

4. Click OK

&, Report Information x|

Year  Report Tupe

I 2006 Non-Participating Candidate

|z Amendment Report Period Date
’7 ez —‘ ’7 Start Date End Date Due Date Subrmit Date

& No | 0E/22/2005 06/23/2006 |05x25xzuns |

Rieset Defaults | Ok LCancel |

5. Click View Report to verify data (see the next page for an example)

6. Submit the report to SBOE
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Creating a Non-Participating Candidate Report
(CRO 2530)

Amandmant

O wes e

it 10w end didutakied infoatation odh 48 the @ afndies
, eustadian ef haaks infarmoabian, ar s esunt infarmatian

i TR 04K fo ose binils of o omeidiee changes.
Uy the Addsndun fomn (CRD-1010) # mar sskom

Non-Participating Candidate Report O

Fleast note hatthis v sheek 4t b

I Fusdaer

[ Sladling Address (o badn TEIy, Saate and Ty Tode) & Traie Foled

FTICE USE ONLY

O] et Pt O] PaAC

O] HC Faliien] Farty Runistag asd
idrdial Ebction Yaur Cardidatas Fard
Fuaretag Read

iraneial Insistetian Full Naren

e Codn B Fumer o, Cade

& Pasia d Begin Balance L Fuaked B gin Balunce
$ 13
CERTEHATION
Towitity i i i oodiplinn s & itk dl proviins of ARk 224 md appkeabk L4

Atticls B inchiding thatna funds we comminghd with Funds far o Fedenal o aub-af-stats PAC, 1further
sy thab this depaitis semphie, tine and oeeimct,

Erirtad Hams o figmar Tt af hppaisiad

FOR OFFICEUSE ONLY

DuieBrosiret  __ Emplogers

Diate st ke I Enploger:

Lats Scanned: Enpleyus:
CROLZETS HE Zinte Beand af Enciba in

Page 1

Asadma
Trerqiled Summary - Informational O Ver [0 5
Comribaes Foll Nams fand Famd U spplivanlad 3 Trps ol Fopert 5 D Humbar
5tart of Flertion Cyrle: Jamuary 1, 2% Rl:;:i“;fm
[EECEIPTS
5) fugpevgaied Contribuinaz from Individusle IR 1265
) Camtribasisns fram Individnalz IR 276
) Cantribasisns iram Falitical Party Commitines TR 2N
B & IR 52
) Laan Prucsrds IR 214
) Toefends Brismbersements Ta the Commitiee (R s aky
1} Osher Benipe Seurves R 1258
112} Enserest un Bazk Acceuris IR 1258
ey ¢ ians v Nt far- P rpanizas IR 368

U he} drtride Sawreex o Inenme (ERC 1255
2) “Grodrand Servicez™ Coxrbumtisns (CRO 158
) TOTAL RECEFTS

(A bnes S G L 8 5 10 Is 00 Qs ond BiY
EXFENDITURES

) Diurrememe IR 13

142} dperating Exgeaditures IR a3t | §

L4k} Crneutisns @ Candidxien Folitical Cemmitn IR aEt | §

Vde} € ardinased Party Expradimures (R i | 3 .00
5} Lasn Firpaymenss fero e | 0.0
) Foefends Brimberzrmenis From the Commitiee neRe i 3 .00
) In-Kird Comerinutinas e

6) TOTAL EXPENDITURES

GRS Naw o HE i GE 02 and 7]

ADIHTIONAL DNFORMATION

0y N itz Given 43 Diher TR 12
1) Outreursing Lyazz jizel. anes frem oiher exmpaig: IR 1236
3) Therix andl Obligstinns rwed By the Commitine IR 678
5) Therix andl Obligatinns swed To dhe Cammitee TR 60
4} fuccannt Transfers Within the Cammities [ERG1724
5) Adminirerader Suppare IR 714
) Fergoen Leans IR 2 e

) 48 Hany otice Repibrs Sum
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Auditing a Report

1. Click to select the report. Then click Audit Report.

1=
Mew Info | Report Name Start Date
2) rt Cuarter Plus Chate: 1.0 5[ 04/ £ f
2 M 2006 Organizational State 05/05/1932 0541541992
3 M 2005 Year End Semi-Annual State 07/01/2005 1243172008 O
4 M 2005 Mid Year Semi-Annual State 010142005 06/30/2005 O
5 M 2004 Fourth Quarker State 101742004 1243172004 0
B M 2004 Third Quarter Plus State 07/01/2004 1041672004 1
I? M 2004 Second Quarter State 04/18/2004  06/30/2004 0=
4 3
Create Dizclosure Amend FHeport Edit Report Update Selected
Beport [Submitted] [Unsubmitted] Fieport e R
Create Infarmational R B
Fepart Wiew Report @ Export Report
Lloze |

| 25 Reports Listed.

A

2. Once you have opened the Audit Results screen, click Refresh Audit
List and you will see any changes that need to be made before
submission. Highlight the item then click View Audit Item to make
changes from this screen. Then click Close when you are finished.

. Audit Results

Report: 2005 Mid Year Semi-Annual (01/01/2005-06/30/2005] - Audit Date: 05/05/2005

EIBX

Section | Cade | Description

Debt E Part of the Mailing Address iz missing - Strest
Dbt E Part af the Mailing Address is mizsing - City
Debt E Fart of the Mailing Address iz missing - £ip Code

Wiew Audit [kem

3 Audit itemns Listed.

Cloze
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View Report

1. Click to select the report that you wish to view and then click View
Report.

=1oix|

Report Name Start Date
2 2006 Orgarizational : 054051592
3 2005 Tear End Semi-Annual State 07/01/2005 1243172006 O
4 N 2005 Mid ear Semi-annual State 01/01/2005  06/30/2005 O
5 N 2004 Faurth Quarter State 10417/2004  12/3172004 O
[ N 2004 Third Quarter Plus State 07/01/2004 1011672004 1
I? N 2004 Second Quarker Stalel 04/18/2004  DB/30/2004 O
4 »
Create Disclosure Lmend Fepart: Edit Repart Update Selected
Bepart [Subrmitted] [Unsubmitted] Repart Delete Report

Create |nformational P
Blemt Wigw Report Audit Repart | Expoart Report |

Close |

| 25 Reports Listed. P

2. The report appears for you to review.

. X e
THsclosare Beport Cover O B
[ bt € oandaite e aof iloei,
tnneuzsr, arsstast trnseussr, custedion af braks infermatian, ar sezauntinfarmtien
Vo) et b zation (CFID- n ”
Use i SR 1) i et win naadnd
I Camnl
ol S
St Adieas Tt i, St ad T Colal Ty
e e e
TR |
= R dalar |Subrepart:cro-1000.rpk
I T 0 T
O CutiinCugaiee O Pty Muniityad FaiConer
(R O rac O Sucuiad | Ogusationt
O rafumaton O Thaty-five dar Cratnly
[T st Wrappotts sty |1 Py O rew
T S r— =] (-
O Bt Rt O Teans
0 Bedtag Pad 0O Feam
R —— Er—
O Preribacsial Klectios Fau Cuadabts Masd (=] Yebar Eud. [=] M Yaar f
) 3= Pt Curs g Fasctg Pl O reat 0 e
0 s (=0 O
S
m TiE:
[o. Firancial Inatitwsion Pl Fame [ Femancial Tnatitwsinn Fall ame
[ Parpese Cade b Furpese Cade
{1 Periad Fern Balune {1 Parind Bepin Balance
] ]
CERTRFICATION
t Cormiies b 224, incloding thi o0 finds e
- cstata PAL P gt s and eceract
Priztod Harm of Sipmr Sagnakam of dgpoinid Trawane. [
[FO8 GFFICE USE ORLY
eoetmnit arplogre
DR El O Homd Ml
LIS So— Euglege g e
Diske Erarrad. F— O Beetvoascaly Fded
= B Ta Bowrd o Ebecticis Mk 300
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Update Report

1. Click to select the report that you wish to update and then click
Update Report.

. Reports 101 x|
# | Mewlnfo | Report Hame Lewvel Start D ate End Date -
[ M ] 2008 Third Guarter Plus 07011 /2008 0
2 M 2008 Second Quarter State 04/20/2008  0B/30/2008
3 M 2008 First Quarker Plus State 0/01/2008 0 04/19/2008 O
4 M 2007 Year End Seni-bnnual State 07/01/2007  12/31/2007 O
7 M 2007 Pre-Referendurn &mend #1 Referendum /0 /2007 06/17 /2007 a0
E b 2007 Pre-Referendum Referendum 01./01/2007 06/17 /2007 I
ij M 2007 id Year Semi-Annual Stalel m/0/2007 0OB/30/2007  0OF
4 3
Create Dizclosure Amend Heport Edit Repart Update Selects
Report [Submitted] [Unsubmitied] GD Delete Feport
Create Infarmational - -
Serrt Wiew Feport Audit Report Export Repart
29 Reports Ligted. 4

2. The following message will appear if you would like to update all
reports that have not been submitted click Yes, if not click No.

(Depending on how many reports need to be updated it may take several minutes
to update)

Update Subsequent Reporkts 5'

wi'ould wiaou like to also update subsequent reports?

Yes | E Cancel |

3. The Report Updated message will appear Click OK.

Report Updated x|

Information updated For 2007 Pre-Referendum Amend #1 and subsequent reports,
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1

2

Save Official Report

If you are ready to send your report to the State Board of Elections from
the opening screen of your software

Click Reporting - Save Official Report

= Campaign Finance Remote Filing Software [NC] O] x|

File ©OrgSetup Detail Information | Reporting  Help
Election Setup

CQrg Mame

j Info... |

IHarris Blake for Horth Caroling Senab

D Mumber

ave Official Repart

|5T’*“":':'92'3N":":”:” I Contributor Lisk
# | Repart Level Start Date End Date Due Date
2008 Fourth Quarter Armernd 1 127312008 | A1 02007
& 2006 Fourth Quarter State 10/22/2006 12/31/2006 omA0/2007
3 2006 Third Quarter Plug &mend ... State 07012008 107212006 10/31 /2006
4 2006 Third Cluarter Plus State 0701 /2008 10/21 /2006 10431 /2006
2006 Second Quarker Amend #1 State 041 6/2006 06302006 07A11/2008
B 2006 Second Quarter State 04./16,/2006 06/30,/2006 07/11,/2008
7 2006 First Quarter Plus Amend #1  State 01./01 /2008 04./15/2006 04,/25,/2006
8 2006 First Quarter Plus State 01,01 /2008 041 5/2008 04./25,/2006
9 2005%ear End Semi-Annual Am.. | State 07012005 12/31/2005 01/27 /2006
10 | 2005 %ear End Semi-bnnual State 07/01,/2005 12/31/2005 01/27 /2006
11 20058 Mid Year Semi-dnnual &m...  State 01./01/2005 06,/30,/2005 07/29/2005
12 2005 Mid Year Semi-nnual State 01./01 /2005 053042005 07/29,/2005
13 2004 Fourth Quarter Amend 1 State 10417 /2004 12/31/2004 01.A11/2005
41I4 2004 Fourth Quarter State 1041 ?HZIEIEId 12/31/2004 A1 HEDT
| Y
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Save Official Report — cont.

3 Choose the correct report, method of submission, enter the date, and edit
your account information. Then click OK.

=T
Fepart
| 2003 Mid Year Semitnnual dmend #2 [01/01/2003 - 08/30/2003] =l
Methiod Date
| Save File to Disk | 0202008

—Account Surnmary List

I ame | Code | Beqin B alance | End Balance |
BE % T Branch Banking and Trust Cam... 1
Edit Account
Ok T Cancel

1. This screen will determine where the file containing your report is
saved on your computer. Enter the directory and filename or browse
to find a place to save your report. Then click Export.

=

Browsze . |
Gcm Cancel

File Mame
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Save Official Report — cont.

2. At this stage you will automatically be able to print the first 1 or 2
page(s) of your report. You need to do this to send in your signed
cover page via mail to the State Board of Elections. Next you can
open your email program and send a new email with the file that you

have created attached. You should send your report to our email
address.

campaign.reporting@ncsbe.gov

Now you are ready to create, audit, view and submit a new report using the
Campaign Finance Reporting Software.
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Amending a Report

1. Click Reporting = Report Information

Lz Campaign Finance Remote Filing Software [NC]
File CrgSetup Detail Information | Reporting  Help
Election Setup

Org Marme

=10l %]

IHarris Blake for Morth Caroling Senak

Report Information

j Infa... |

1D Murber { Save Official Report
IST'&-EDSEEN-E-DD-I I Contributor Lisk
# | Report Level Start Date End Date Due Date =
2006 Fovrth Guarter Amend H1 104224 2006 12431 42006 17./41042007
2 2006 Fourth Quarter State 10722/ 2006 12/31 /2006 .A0/2007
3 2006 Third Cluarter Pluz Amend ... State 0701 42006 10421 42006 10431 42006
4 2006 Third Quarter Flus State 07401 42006 10421 42006 1043142006
A 2006 Second Quarter Amend #1 State 0441642006 0643042006 0717142006
B 2006 Second Quarker State 04,16/2006 0E/30/2006 07A11/2006
7 2006 First Quarter Plug Amend #1 - State 014071 42006 04.415/2006 04./25/2006
3 2006 Firzt Quarter Plus State 014071 42006 041542006 04./25/2006
9 2005 'ear End Semi-bnnual Am... | State 070142005 1243142005 01427 42006
10 2005%'ear End Semi-Annual State 0701 /2005 12/31 /20058 /27 /2006
11 2005 Mid Year Semivbnnual Am... | State 014071 42005 0643042005 0742942005
12 20058 Mid Year Semivbnnual State 014071 42005 0643042005 0742342005
13 2004 Fourth Quarter Armend #1 State 1041742004 1243142004 01./11.42005
'II4 2004 Fourth Quarter State 10/ ?£2|EIEI4 12431 /2004 A1 HEDTILI
4 k
| 4
The following screen will appear:
2. Select the report that you want to Amend
3. Click Amend Report
. Reports i [ m] |
# | Mewlnfo | Report Mame Lewvel Start D ate End Date -
[y [ 2006 Fourth Duarter 1072272006 [ 12431 /2008
2 Y 2008 Fourth Quarter Amend #1 State 10/22/2008 0 12/31/2006 0 O
3 Y 2008 Third Quarter Plus State 07012006 0 10521420060 1
4 Y 2006 Third Quarter Plus Amend #1  State 0FAO1/2006 0 10421/2006 0 1
a] Y 2006 Second Quarter State 04416/2008 063072008 O
g NS 2008 5econd Quarter Amend #1 State 041642006 0630/ 2006 0
I.'-" Y 2006 First Quarter Plus State MA/2008 0445/2006 0 0 'l
A k
Create Disclosure Amend Report Edit Beport: WUpdate Selected
Beport @ [Whzubmitted] Feport Dzleta Flapoi
Create [nformational Wiew Feport q
Repart [t for submitting] Audi Report For SBOE Use
LCloze |
|42 Reports Listed, &
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Amending a Report — cont.

The following screen will appear:

x
Y'ear  Filing Schedule
UG IState j
Previous Repart Link, _
[ 2008 Third Quarter Plus [7/1,/2006 - 10/21/2006] ]| | Edttsummanyalies
Report Tupe
IF::uurth Cuarter j
|2 Amendmemnt Feport Period D ates Fundraizer Activity
" ‘Yes Start Date End Date Due Date Submit Date Mum of Fundraizers
" Mo 104222006 1243142006 0110/2007 | |
Mezzage text... r Show ALL Detaled Contributor
|nfarmation [Optional]
—Account Summany List
K | Code | Beqin B alance | End Balance |
BB & T Branch Banking and Trust Com... 1 $44.475.02 310,957 93
Edit Account
Rezet Defaulks Ok Cloge

Note: The report links are:

| 2006 |State ] This is used when the

Previous Repert Link _ report you are amending
Mo Previous Aeport] has no previous report.

| 2008 [State I This is used when the

Previouz o Lk

report you are amending

2006 First Quarter Plus [1/1/2006 - 4/15/2006

does have a previous
report that isn’t amended.

| 2006 ]State hd This is used when the
Previous Repat-Hrk report you are amending

2006 First Quarter Plus Amend # 1 [1/1./2006 - 4/15/2006]

does have an amended
previous report. (select
the most current version)
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Amending a Report — cont.
Note: You will only use Edit Summary Values when No Previous is selected.
4. Click Edit Summary Values

The following screen will appear:

i, Summary Amounts for Pre-Software Reporting il

Previous Period Ending Balance Cash on Hand at Start of Election Cycle Cash on Hand at End of Election Cycle
I $1.500.00 I $.00 I $1.500.00
— Election Cycle Receipt Totals — Election Cycle Expenditure Total

.r\%gredgal;ad Contributions from $500.00 DOperating Expenditures IT

noividlials . Cantributions ta

Contributions from Individuals I $1.500.00 Candidates/Political Committess I $500.00

Contributions from Political Party I .00 Coordinated Party Expenditures I .00

Committees

Contributions fram Other Political IT Loan Fepayments IT

Cammittees i ) i

L Fisseeds IT Hefunds.fl_:ielmbursements Fram IT
) the Comrmittes

Refunds/Reimbursements To the I .00 it Eamilantiame I .00

Committes _ _

Interest [ 00 Total Expenditures [ ssomm

Contributions from MNat-for-Prafit I .00

Organizations _

Outzide Sources of Income I 4.00 r— Election Cycle Additional Information Tatals————————

"Goods and Services" I 00 Administrative Suppart I $20.00

Contributiors Forgiven Loans I $.00
et iEzEps I $2.000.00 48-Hour Motice Reports Sum I#

Ok | Cancel |

5. Verify that all amounts are correct
6. Click >0OK
7. Click >0k on the next screen
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Amending a Report — cont.

The following screen will appear:

#t | Mew Info | Fepot Name [ Level | sStatDate]  EndDate]| i

1 A 2006 Third Quarter Plus State 07/ 72006 10/21/2006 1042

] N 2005 Third Quarter Plus Amend #1  State 07/01 /2006 10/Z1/2006  10/%

3 N 2006 Third Quarter Plus Amend 81 State 07/00 /2006 10/21/2006 1045

[ 4 2005 T hird Quarter Plus Amend #2 | State 07/0 72008 | 1002172006 | 107

5 N 2005 Third Quarter Plus Amend 82 State 07/01 /2006 10/21/2006 1045

1] | |

Create Disclosue Amend Heport Edit Report Update Selected

Beport Subrited [Unsubmitted] Report Delete Flepor
Tl it Fepr Expor Repor

Close |

8. Click > View Report
9. Verify the information is correct

The Amendment is ready to submit. Refer back to Save Official Report on
page 87 for instructions.
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DATA PROTECTION
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Backup your data version 4.x

1. Click on Start - Programs -> Accessories

- Windows Explorer

O oo ¢
] demiratiativn ooy # 7] Commrmsion L]
0] stk * 7] Crkertaiment ¥
) CutwP(s =) Sestem Took "
] ] Caludaler
1 Mcromsft 0fre ook * @l Comvrared Proeps
I B By O Criaton § * i hoiesed
] Sann v Y e
o el nater 7.0 0 s b ks
R ket v G Sywtvoee
Ay Burr T B DY with Rosi &) Tow Wirdows TP
£ imenel Do
[P srmst fzmen ] ko —
[ ] Ex
B mcrosott Fronenge
21 mcrmtt Oustiacd
[] Prnsti Pt
B et v
¥, Feton Thacies
B sl voteg
[Ty e~
§ D Securky Hanagorers
+ ‘B winchoes Meda Payer
) s *
.
By s Crm S Sewlen Marager
] Compag Frees *
) ISEND bty TWAT Driem Yo 3§ = =
] Svmancec Chend Secuy o e Els.
i - (B S o S g A sl -
[oe 8O © Lk ) e Moo Offeston Gt B | B o e g

2. Click on My Computer - Local Disk C: ->Program Files -

3. SBOE - Campaign Finance - CF Remote

= 'j My Compuker
= == Local Disk ()

=l I Program Files
=l I53) SEoE

Iy CF DRY

D dE>

- dbs

=l IC5) Campaign Finance

I CF Import File
I CF Org Setup
=l 5 CF Remate

E:] Conwversion

You will look for a file cf_data (it may not have the .mdb that is ok)

cf_data.mdb
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Backup your data version 4.x — cont.

4. Right click on the database and select Copy

T —

Hies

S ]
O wo?
Send To

Cilf

Frmate Thrrrig
Lol
Ferepre

Pttt

5. Copy the database to your selected mode for backing-up

6. Check to make sure the database has been backed-up on your
selected media

7. Back-up is complete
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Restoring Your Backup file for 4.x

1. Go to Start - Programs > Accessories - Click Windows Explorer

Falders =

ﬂﬁ' Deskkop
= .,'J My Docurments
My Data Sources
é My Music
— 4y My Pictures
j My Computer
%0 My Metwork Places

2. Go down to selected backup media > Right Click the “cf_data” file and
select Copy

3. Then go back up to My Computer

4. Click Local Disk C: - Program Files >SBoE ->Campaign Finance >
CF Remote ->dbs

5. On the right side right click in the open space

Ve

g 1onrs By
iyt

Cumtiwreen Th Fride

Pastw Thortrd

6. Left click the Paste

When you go to CF Remote on the desktop and open it you will see
Committee Information

7. Click the arrow beside the Org Name drop down and Select the
committee

|== Campaign Finance Re = | Ellil
File ©Org Setup Detall Information  Reporting  Help

Org Mame

|LOWER CAPE FEAR REPUBLICAN WOMEN'S CLUB (@D |

The Committee information has been successfully moved.
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Compacting the database

1. Click - File Compact Database

Lz Campaign Finance Remote Filing Software [NC] - |EI|£|
File ©rgSetup Detail Information  Reporting  Help
IIpdate Software
Compact Database J I
- Infa... |
Convert From Yersion 3.2 5]
Exit e U EERS
# | Report Level Start Date End Date Due Date =
2006 Fourth Quarker Amend #1 1022/ 2006 12431 /2006 01./10/2007
2 2006 Fourth Quarter State 10722/ 2006 12/31 /2006 .A0/2007
3 2006 Third Qluarter Plug Amend ... State 0701 /2006 10/21 /2006 10431 /2006
4 2006 Third Cluarter Plus State 07071 /2006 10421 /2006 10431 /2006
b 2006 Second Quarker Amend #1 State 04/16/2006 06/30/2006 07/11/2006
B 2006 Secand Quarter State 04/16/2008 06/30/2008 07/11/2006
¥ 2006 Firgt Quarter Plus Amend #1 - State 01./01 /2006 04,/15/2006 04./25/2006
8 | 2006 First Quarter Plus State 01./071 /2006 04./15/2006 04.,/25/2006
9 2005%ear End Semi-tnnual A, State 0701 /2005 12/31/2005 01/27 /2006
10 2005%ear End Semi-Annual State 07/01/2005 12/31/2005 01./27 /2008
11 2005 Mid Year Semitnnual Am.. | State 01./01 /2005 06/30/2005 07/29/2005
12 2005 Mid ear Semi-Annual State 01./01 /2005 06./30/2005 07/23/2005
13 2004 Fourth Quarter Armend #1 State 10/17/2004 12/31/2004 01/11/2005
'II4 2004 Faurth Quarter State 1041 ?HQIEIEI# 12/31/2004 0111 HEEITILI
4 »
| 4

There is no further action required for the compacting process, it may
however take some time depending on the size of the database.
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